DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER SCHEDULE # 9319

RECORDS RETENTION AND DISPOSAL SCHEDULE A
PAGE 1 OF 1

DEPARTMENT OF HEALTH & MENTAL HYGIENE
BOARD OF NURSING - Electrology Committee

Item No. Description of Records Series (Program, forms, etc.) Authorized Retention Period & Instructions
1. |ELECTROLOGIST License Applications - Two (2) years

Examinations Retain permanently. Periodically

transfer  to State Archives.

Renewal Applications Two (2) years

Retain permanently. Periodically transfer to

2. Register of ELECTROLOGISTS :
State Archives.

Retain permanently. Periodically transfer to

3. Electrology Committee Meeting Minutes ;
State Archives.

APPROVED BY: (DHMH Official) DATE: ] ] i \ 5 [AUTHORIZED BY: (STATE ARCHIVES) DATE:yay ¢'g . 200%

SIGNATURE: "SIGNATURE: ﬁ“‘“’c ‘,. 7

NAME/TITLE: Donna Dorsey, Executive Director NAME/TITLE :Edward C Papenfuse, Jr., STATE ARCHIVIST

DGS 550-1 (DHMH rev. 2002)
MH 2002)




DHMH RECORDS INVENTORY

DHMH Instruchons -Make a st of al flos. Detormine whether each is non-record, record DEPARTMENT OF GENERAL SERVICES
matertal or both. Group int Record Series. Prepare a separate invemtory form for 6ach STATE RECORDS CENTER

Recond Series idertiiod. Al Record Sevies are 1o bo kstad on @ Schedule Form, Forward of 7275 WATERLOO ROAD / 3
Mhmmmmmwsmm(oesmnnmmw P.O. BOX 275 PAGE /_ OF »J

Records Officer thru your Reconds Coordinator. JESSUP, MARYLAND 20794
(410) 799-1379

3. Division/Unit or Section

1. Department/Agency 2 Office/Administration/Board .
DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING ELel TRILIGY o7 TTeE
and it )

DEFINITION - RECORD SERIES - - A group of related records nomMmaly fled and used as 8 unit for rok &3 woll a3 r
4. Rocord Series Tislg

Zléé/' 6/ 5?5/ /65/7, & %/’//(4 7% /)15

6. Record Serigs Descript By O e types of & found in the series. Include the purpase or function of the series.)
A- S ammpm i wves

b Aenewr! ggplatonS — curce 1w DITAGIE

ENTEE Wrs DUPEHE

7. Rocord Series Formatis)  List at

Paper. Fim/ tape: Elactronic:

OleterSza  ORinvSides [ Kepton Hard Drive
(35mm, ex)

OlegeiSze ) Microfy D Computer Tape
Microtiche

ORols _ 0 DAusoTape [ Floppy Disk

 Bound Book 0Vidoo Tape [ CO.DVD.etc

0Card _ x_ 0 Other {specity)

. FlesUsod [ Daiy Oweekdy 0 Monthly . 3 y 0 Montn(s)
0 Year(s)

13. Cument Locationys) (Bidg., Floor, Room) 14. 1s Record Serios Dupicated Elsewhera? (I yes, specily agency or office.)

Board of Nursing —Reisterstown Road Plaza Office
0 Yes X No AgencylFormat_______

15. Privacy / Access Restrictions D Yes 8 No
0 Personal § Modical 0 Propristary [ Clessifed (Other
(M Yos, cite Lawls) & Regutation(s) .

. Zwm;;\mwmsm {Each Formnat) | N
4 o g T Y i /%14%/@7 )

21. Dete

17. nmmsmmnm,mmmmm

18
To:'::i:ﬂ ; Prepere 2. Location: 201 West Preston St Baltiimore MD 21201 _
vitz, DHM
' H Records Officer Telephone Number# ~ 410767-5934  Room # 540 A September 29, 2004
E-mail address: kravitzt@dhmh.state.md.us '

S 5504 (DHMH Rev. 2002 )




DHWHWMamdalﬂe&Demmmmbm.m
rmworbom.&nohanuSaiasA Prepare a separate inventory form lor each

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER

DHMH RECORDS INVENTORY

Racond Series identfed. All Record Sanes are 1o be Isted on a Schaduia Form, Forward af 7275 WATERLOO ROAD ;2 3
Racors knventory forme with the proposed Schedule form (DGS 550-1) 1o the DHMH P.0. BOX 275 PAGE __"oF =
Records Oficer thvu your Records Coordingtor, JESSUP, MARYLAND 20794
(410) 7991379
?- Dopertmont/Agency 2. Offce/AdministratorvBoand 3. Division/Unit or Secton
DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING AT E0L06Y ol FEE
7

4. Racord Series Tde

DEFINITION - RECORD SERIES - Amolwmmﬂwwmaauﬂhmummmmmwmses

5. EMYea'n.mYea

Board of Nursing —Reisterstown Road Plaza Office

[ J—
Z? 2y 5/w'9 ap élcc/i%ﬂﬂé
€. Record Series Deacrips o types of florms found in e series. Inciude the prpose or function of tho series.)
7. Rocord Series Format(s)  List a¥ 8. Record Series Sequence 9. Voksme
Paper. Fim / tape: Eloctronic: 0 Fie Drawer(s)
OlotorSze 0 FinvSides [ Kept on Hard Drive 0 Alphabetical 0 Microfim Reel(s}
(35mm, exc) —_ 0 Computer Tape(s)
OlogaiSze  [Mcrofey [ Computer Tape 0 Numerical Number 0 Other (spocify)
Microfiche
URols _ 1 DaudoTepe { Foppy Disk 0 Cwonological 10. Annuai Accumutation
@ Flo Drawer(s)
UBound Book 0 Video Tape {1 CD.OVD exc 0 Geographicet 0 Microfim Reek(s)
e 0 Computer Tape(s)
0Ced__x__ DOmer(specty) 0 Other (specify) Number 0 Other (specily)
. FloisUsed 0 Daly Dwooky 0 Monthly D Annualy 12. Fle Becomes Inactive Aflor ____ 0 Month(s)
Number 0 Years)
13. Cument Location(s) (Bidg.. Fioor, Room) 14. Is Record Series Dupicated Eisewhere? (1 yes, specify agency or office.)

0 Yes X No Agency/Format____
15. Privacy / Access Restictons 0 Yes 0 No 16. Audit Requiremeonts 0 None Qinlemal  0OIG
0 Personal 0 Medical [ Proprietary (] Classified (Other Ologsietve [ Fodorsl [ Independent

{1 Yes, cits Law(s) & Regutation(s)

17. ammsnmmmm.mmmmms

0 vYes 0 No

18. Recommended Retention: In Office And in Storage  (Each Format)

18. Name and Tile of Preparer
Tom Kravitz, DHMH Records Officer
E-mail address: kravitzt@dhmh.state.md.us

2. Location: 201 West Preston St Baltiimore MD 21201
Teiephone Number#

410 767-5934

21. Date

Room # 540 A September 29, 2004

3S 550-4 (DHMH Rev. 2002 )



DHMH RECORDS INVENTORY

DHMH Instructions -Make 8 st of af fies. Detormmine whother sach i nonracor, record DEPARTMENT OF GENERAL SERVICES
material or both. Geoup into Record Series. Prepare a separats inventory form for each STATE RECORDS CENTER
Record Series idantified. Al Racord Series are 10 be ¥s16 on & Scheduie Form, Forward o 7275 WATERLOO ROAD j Z
Records nveniory forms with fhe proposed Scheduo form (DGS 550-1) 1 the DHMH P.0.BOX 275 PAGE £ OF

Racords Oficer thru your Records Coordinator. JESSUP, MARYLAND 20794
(410) 7991379

3. Division/Unit or Section

EPT OF e, BOARD OF £/ £ 7oy 06Y PR TEE

DEPT OF HEALTH & MENTAL HYGIENE BOARD OF NURSING

DEFINmON-REOORDSEmEs-Amdmmmﬁaﬂu\d\sedasauﬂbr-—‘ as woll as ) and disposition
4. Rocord Serles Tdle

%/W M/I// & Mg /%S

6. Record Series Descripty the types of i . L found in the series. Include the purpose or function of the series.) &%

’&”MWS sy Mfcfc/ﬁ@“wmﬁj 4/'”‘5 ‘»7.’5

7. Record Series Format(s)  List a8

Paper. Fim/ tape: Eloctronic:

0 Letter Sizo 0 FanvSides 1 Kept on Hard Drive
(35mm, exc)

0 Legal Size [ Microfiny 0 Computer Tape
Mcrofiche

URoks __ 0 DAudoTape [ Foppy Disk

0Bound Book  { Video Tepe {1CD.DVD.etc

0Cerd_x__ DOMer(spectyy

0 Month(s}

11. Fle is Used 0 Daily OWeeldy 0 Monthly
{ Year(s)

13. Curent Locaon(s)  (Bidg.. Fioor, Room) 14. Is Record Series Dupicated Elsewhers? (i yes, specify agency or office.)

Board of Nursing -Reisterstown Road Plaza Office
0 Yes X No Agency/Format___

15. Privacy / Access Restrictions 0 Yes 0 No
0 Personal 1 Medical 0 Proprietary (0 Classified 0Other
( Yes, cito Law(s) & Regutation(s)

17.hmmsmmvnm,mmmmwm 18. Recommended Retention: in Office And In Storage (Each Format)
o / W
74 ‘

_‘:' “"";:’ Tife of Prepares 20. Location: 201 West Preston St Baltimore MD 21201
om .

. vitz, DHMH Records Officer Telephone Number# 410 767-5934 Room # 540 A
E-mail address: kravitzt@dhmh.state.md.us

3S 550-4 (DHMH Rav. 2002)




